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FEDERAL RECORDS CENTRE FACILITY STANDARDS 


Over the past 24 years the growth of the ‘‘records centre’’ as a facility for stor- 
ing, referencing and disposing of federal government dormant public records 
has become recognized as an integral part of the federal government Records 
Management Program. 


The success of a records centre operation is dependent not only upon efficient 
and effective operational systems and procedures but also upon the design and 
layout of a suitable building. 


The requirements outlined in this document shall, to the extent feasible, be 


adhered to by all Federal Records Centres. They may also serve as an aid to 
others involved in the planning and development of records centre facilities. 


This publication has been prepared by the Records Management Branch in co- 
operation with the Property Management Section, General Services, Public 


Archives Canada. 


Type of Building 


A one floor single structure shall be provided for, separate from other 
buildings. Where it is necessary to share accommodation, precautions 
should be taken to eliminate fire hazards by separation fire walls and by 
other protective measures and in accordance with Dominion Fire Com- 
mission (DFC), 311 (M) Standard for Records Storage. 


Site and Location 


The ideal location for a records centre building is in an industrial park 
within the metropolitan area. The site should be adequate in size to in- 
clude space for paved parking and vehicle manoeuvering and should be 
near a main arterial highway. Proper planning of the structure and the 
acquisition of a suitable plot size should allow for future expansion at 
least equal in size to the original structure, if and when required. Serious 
consideration must also be given to external hazards to ensure safety from 
fire, flood or other possible disasters. 


Type of Construction 


The total building must be of a fireproof steel, reinforced concrete or con- 
crete block construction. This must include all walls separating storage 
areas from other areas. In addition all walls shall be structurally sound 
and capable of withstanding impact and imposed load. 


Live Floor Load 


A minimum live floor load of 1500 kg/m? is required for all records 
storage areas, with 450 kg/m? minimum for office areas. 


Required within the Records Centre 
— Storage or stack area(s) 


— Offices — Regional Manager 
— Assistant 


— Reference room 

— General office area 

— Central microfilm room 

— Vault for security storage 

— Training room 

— Lunch room 

— Bulk storage room 

— Waste room 

— Shredding and baling room 

— Unloading and working area 

— Vehicle well 

— Washrooms — front and rear 

— One rear washroom for each sex to be equipped with showers and 
dressing rooms. 


Electrical Facilities Which Should Be Provided 

— Primary electric power supply 

— Fire alarm system 

—  Anti-intrusion and security systems 

— Lighting circuits and fixtures 

— Air conditioning (office spaces) 

— Temperature and humidity controls for vault, magnetic tape and film 
storage areas 

— Reproduction equipment 

— Adjustable dock ramp levelers and one recessed hydraulic scissor lift 
with hinged extension flap 

— Electrical outlets on alternate columns in all records storage areas 

— Motorized roll-up doors at truck docks 

— Telephones. 


Lighting 

A lighting system and equipment conforming with practices and recom- 
mendations as specified in the ///uminating Engineering Society Lighting 
Handbook, Sth Edition and Guidelines for Lighting Energy Conservation 
in Existing Government Buildings (EC 201), shall be provided and in- 
stalled in the building and be maintained at the following levels: 


Lux Areas 
800 Office space 
450 _ Entrance foyer 
450 —_ Lobbies 
500 Storage space 
325 Parking entrance 
50 Parking areas 


Loading Dock 

An enclosed loading dock and truck bay is mandatory to permit the trans- 
fer of records regardless of weather conditions. The height of the dock 
should be a minimum of 106 centimetres. Sufficient space should be pro- 
vided to accommodate simultaneous loading and unloading operations 
for two tractor-trailer type vehicles in a fully enclosed interior space. 


An overhead steel or steel clad door, 5.5 metres wide, electrically con- 
trolled and also equipped with a manual override, and providing a mini- 
mum clearance of 4.75 metres is required. 


The loading dock will also be equipped with power operated or spring 
mounted adjustable dock levelers and with one recessed hydraulic scissor 
lift with a hinged extension flap. The basic surface size of the lift should 
not be less than 1.80 metres by 2.45 metres. 


10. 


11. 


12. 


13. 


14. 


Ceiling Height (Stack Area) 
The ceiling height in stack areas should be 4.4 metres and shall provide a 


stacking height for 10-box shelving, completely free of ducts, pipes, etc., 
as follows: 


(a) top of stored boxes of records 3.05 metres; 
(b) low point of stack light fixture 55 centimetres; 


(c) the sprinkler system shall be arranged to suit the stack area layout 
and provide the necessary clear space (minimum 45 centimetres) 
beneath sprinkler heads. 


Storage Area 


The storage area should be as open as possible with few columns and not 
closed off into separate rooms. The shelving should be 10 shelves high 
with a minimum aisle space of one metre between rows. The stacking 
arrangement will be such that there will be no dead-end aisles. The place- 
ment of columns should be arranged to permit optimum stack space use 
by elimination of only one standard 30.48 cm x 91.44 cm shelving unit per 
column. Continuous rows of lights are to be installed in each aisle to pro- 
vide 500 lux. Light fixtures for stack areas shall be fluorescent and blocks 
of lights are to be controlled by very few switches. The area, depending on 
content and size, could be divided into four quarters controlled by 
switches installed at convenient locations so they may be turned off and 
on easily. An emergency lighting system shall be installed in accordance 
with the requirements of DFC Standard No. 501, Emergency Lighting 
Systems. 


Building Security 

An automatic burglar alarm system with complete protection on all win- 
dows, ventilation openings and exit doors must be installed. Building 
security must satisfy R.C.M.P. requirements. 


Communication 
An adequate intercom communication system is to be installed in the 
stack areas as well as offices where required. 


Exterior Signs 

All building signs shall be in accordance with the Federal Identity Pro- 
gram. An appropriate building identification sign (or lawn sign) should be 
provided. 


Fire Protection and Fire Safety 

The need for fire protection equipment such as fire extinguishers, stand- 
pipe and hose systems, automatic fire detection systems and sprinkler sys- 
tems will be determined and installed in accordance with standards estab- 
lished by the Dominion Fire Commissioner. All facilities shall comply 
with the criteria listed below with respect to fire safety. For those areas 
not included in the following (such as water supply, air handling, emer- 
gency vents, roofs, etc.); the appropriate standard is available from the 
Dominion Fire Commissioner’s Office. 


(a) 


(b) 


(c) 


(d) 


(e) 


(f) 


(g) 


Service Aisles 

An aisle or aisles having a minimum width of 750 mm shall be pro- 
vided leading from all parts of the records storage area to an exit — 
see DFC Standard 311(M). 

Smoking 

Smoking shall only be permitted in locations specifically designated 
by the administrative official. Signs shall be posted to this effect, and 
receptacles provided for the safe disposal of smoker’s materials. 
Fire Extinguishers 

Suitable fire extinguishers and their location within the storage area, 
shall be installed in accordance with the requirements of DFC 
Standard No. 311 and No. 401. 

Emergency Lighting 

Emergency lighting shall be provided in every records storage area 
and shall be of sufficient capacity and design to meet those require- 
ments set out in DFC Standard No. 311 and No. 501. 


Standpipe and Hose Systems 

When a standpipe or hose system is provided, hose stations shall be 
so located that all parts of the records storage area are accessible to 
hose streams. 

Fire Alarm and Detection System 

Facilities and systems for fire and smoke protection and alarm shall 
be provided for the building as required by the Dominion Fire Com- 
missioner. The building shall be provided with a fire alarm system in 
accordance with DFC Standard No. 410. Automatic fire detection 
systems shall be activated by smoke detectors. The automatic smoke 
detection system shall be interconnected with the building fire alarm 
system in accordance with the requirements of DFC Standard 
No. 410. 


Sprinkler systems shall be designed and installed in accordance with 
DFC Standard No. 403. 

Fire Walls 

Fire walls should have a four hour fire resistance rating capable of 
sustaining the walls and structural members on each side from col- 
lapse of fire breach. The structural members of the building in which 
the records storage room is located and which support the room shall 
be of noncombustible materials and shall have a fire-resistance rating 
of not less than two hours. Any required opening shall be protected 
by an approved door having a fire-resistance rating of not less than 
one hour. Each door shall be arranged to be self-closing or automatic 
closing and shall be provided with a positive latching device. 


Operations involving the disposal or destruction of records, includ- 
ing shredding, shall not be permitted within the general records 
storage area. Such operations shall be carried out in a separate room 
having a minimum fire separation of four hours from other adjacent 
rooms. 


15. 


16. 


17. 


18. 


19. 


(h) Exits 
Exit refers to that part of the means of egress that leads from the 
floor area it serves, including any doorway leading directly from the 
floor area to a public thoroughfare or to an approved open space. 
Exits from all PARC facilities shall comply with the requirements 
specified by the Dominion Fire Commissioner. All exit doors and 
passageways shall have exit lights and signs in accordance with the 
latest edition of the National Building Code of Canada. All exit signs 
shall be bilingual. 

(i) Fire Hydrants 
Standard fire hydrants shall be provided so that all portions of the 
exterior wall of the building are within 75 metres of a fire hydrant. 
All hydrants shall be at least 15 metres away from the building wall 
and adjacent to a roadway usable by fire apparatus. 


Flagpole 


A suitable flagpole is to be provided in the front of the records centre 
building and approved by the Department of Public Works. 


Entrance Lobby 

The lobby area will be equipped with the required glass door display cases 
for various PAC publications and documents for viewing by client depart- 
ments and agencies, including the visiting public. 


Central Microfilm Unit 

In accordance with specific operational planning requirements an area 
may be necessary for a central microfilming operation. Such a service 
would require special plumbing, venting, air conditioning and electrical 
facilities, including electrical power input stabilizers. 


Training Facilities 

Planning considerations should include the provision of a training room 
to be used by the Department for training regional federal government 
employees in records management, micrographics and EDP operational 
systems and procedures. The training room should have windows and 
there should be at least three solid walls for the mounting of black- 
boards, viewing screens, notice boards, etc. The room should be well 
lighted, the colour decor should be pleasing to the eye and the floor 
covered with static free carpeting. The room should be free of internal 
pillars and equipped with electrical outlets around its perimeter. The 
room should be located in an area away from day to day records centre 
operations and noise emitting devices. The space allocation for the 
training room should be enough to accommodate between 30 to 35 
students seated at small desks. Sufficient enclosed internal areas should 
also be provided for syndicate and workshop discussions. 


Environmental Conditions 
The temperature, humidity and ventilation in records centres should be 
controlled according to the following guidelines: 


20. 


a 


(a) Office areas should be air conditioned at 20°C (+ 2°); 

(b) Stack areas storing medium activity records should be ventilated by a 
fresh air-forced ventilation system capable of maintaining a level of 
two metres above the floor at 20°C (+ 2°) under normal conditions; 

(c) Vaults for the storage of plastic based or other special materials 
should be temperature and humidity controlled. The following envi- 
ronmental conditions should be maintained on a continuous basis to 
meet the requirements for such materials: 


Temperature: 21°C (+2°) 
Relative humidity: 50% (+5%) 
Rapid and wide-range cycling of temperature and humidity within a 


24 hour period shall be avoided. Monitoring equipment to a central alarm 
station should be included. 


Facilities for Handicapped 


The facilities to be provided for the handicapped must be in accordance 
with Supplement No. 5 to the National Building Code of Canada. 


Film Storage Area 

The area designated as ‘‘black and white film storage area’’ shall have a 
holding capability of environmental conditions as follows: 

Temperature: 18°C (+2°) 

Relative humidity: 30% (+ 5%) 


Colour film: should be stored separately and ideally should have 0°C 
(+2°) and 15% (+ 5%) relative humidity. 


Positive air pressure shall be maintained in this area and the air filtration 
system shall be capable of removing dust to 50 microns. 
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